&)Cardinal Procurement Job Aid

4 501 PR349: PCard and ISSP Reconciliation and Approvals

PCard/ISSP Reconciliation and Approvals Overview

Transactions are loaded daily into Cardinal from the Purchase Card (PCard) Issuer and Integrated Supply
Services Program (ISSP) supplier with a Status of Staged. In order to comply with Agency and State
policy, each PCard and ISSP cardholder must reconcile their transactions within 5 days of the posted
date.

Reconciliation involves the cardholder verifying their transactions for accuracy and entering any additional
data needed, such as accounting distributions, descriptions, Supplier ID, and eVA PO Type. Once a
cardholder updates their transactions to a Status of Verified, the transactions can be reviewed and
approved by the supervisor. Approved transactions are then sent to the Accounts Payable (AP) module
for processing and payment.

Users (typically supervisors) with the role of PCard Administrator can access Verified transactions that
are ready for their approval using an approval pagelet. The pagelet view can be set up on the approver’s
Home page. Multiple PCard or ISSP transactions may be simultaneously accessed, reviewed, and
approved by navigating to the reconciliation pages.

For additional instructions on the reviewing, reconciling, approving, and reporting on PCard and ISSP
transactions, refer to the course entitled PR349: Managing PCard and ISSP Transactions, located on the
Cardinal website in Course Materials under Training.
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Cardholder Reconciliation — PCard and ISSP
Review and Verify — PCard and ISSP

The process to reconcile PCard or ISSP transactions, for an employee or District respectively, is done
from the Reconcile Statement — Procurement Card Transactions page.

Access the Transactions

1.  Navigate to the Reconcile Statement Search page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

48 CARDINAL e
= ~ | Search
Favorites ~ Main Menu ~ > Purchasing ~ > ProcurementCards~ > Reconcile~ > Reconcile Stateme]

Reconcile Statement Search

Role Name | v]
I Employee ID IQ I
Name Q.
Card Issuer v]
Card Number
Transaction Number
Merchant Exact Match

Sequence Number
Line Number
Billing Date QL To QL
Statement Status | Staged ~
Budget Status
Chartfield Status
Transaction Date [12/23/2016 el To 02212017 |[5)
Charge Type

Posted Date [H To [5]

Rows Per Page 100
[ Aute Save When Scrolling Through Chunks

2.  Narrow your search for transactions related to a particular employee (PCard) or District
(ISSP) using the search criteria.

- PCard: Employees may be found using the Employee ID field.
- ISSP: Districts may be found using the Look Up Employee Id icon
° In the Look Up Employee ID pop-up window, Enter the ISSP in the Employee ID
begins with field.
3. Setthe Statement Status: Staged.
4. Click the Search button. The Reconcile Statement — Procurement Card Transactions page
displays.
Note: The PCard and ISSP search results pages will look slightly different, but have the same
functionality.
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4 501 PR349: PCard and ISSP Reconciliation and Approvals

Reconcile Statement

Procurement Card Transactions

i:}D'lsp[ay Unmasked Card Number
CRun Budget Validation on Save

Bank Statement

Transaction || Biling

Employee Name Card Issuer Card Number Irans Date Merchant *Status Tran::ancot:'-lonr: Currency

1 ™ BAVIO 04/14/2018 HAMPTON INN 125 321.08 USD &
2 0 BAVIO 04/17/2018 MCCAIN 1,638.00 USD &
3 0 BAVID D4/17/2018 MCCAIN 4,095.00 USD o
4 BAVID D4/17/2018 ATTRONICA 621.43 USD o
5 O BAVID D4/17/2018 ATTRONICA 594.00 USD o
| BAVIO 04/17/2018 MCCAIN 3,276.00 USD &
7O BAVIO 04/17/2018 MCCAIN 3,276.00 USD &
| BAVIO 04/17/2018 NORFOLK WIRE AND ELECTRON 650.00 USD &
s 0 BAVIO 04/17/2018 SMK 384.00 USD &

< >

rZI Select All O Clear Al | Stage | Verify | Approve | walidate Budget

1to 143 of 143

(4] [&4] 1] D]

Personalize | Find | View 100 | & B | Fist (0 1901148 ) Last |

Note: PCard Transactions shown above.

5. Click the arrow icons in the Bank Statement header section to scroll through, view, and take
action on additional transactions.

Rev 6/8/2018

Page 3 of 22




’j Cardinal Procurement Job Aid
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Reconcile Statement
Procurement Card Transactions
Name District, HamplonRoads

[ pisplay Unmasked Card Number

[ Run Budget Validation on Save 110 220 of 228
[H] [44] (][]

Bank Statement Personalize | Find | View 9 | &) E First ‘4’ 1-1000f 229 '»' Last

Transaction Billing

Card Issuer  Card Number I"ms ek Merchant *Status T'ans:g";r{ Currency E{

79 [J I1SSFO 1Y 05/03/2018 MANCOMN LLC 35.41USD .

80 [] ISSFO 05/03/2018 MAMCON LLC 36.57 USD =

81 [ ISSFD wesrererEeeE | 05/03/2018 MAMCON LLC Staged = v 7.65USD =

82 [ ISSPO 05/03/2018 MANCON LLC 22.31USD -

83 [] ISSFO g1y 05/03/2018 MANCON LLC 128.53USD =

84 [] ISSPO R (1Y 05/0372018 MANCON LLC 352.70USD @

85 [] ISSPO 05/03/2018 MAMCON LLC 435.93 USD [

86 [] ISSFO sy 05/03/2018 MANCON LLC 128.16 USD

87 [] ISSFO Y 05/03/2018 MANCON LLC 21.94USD

88 [ 1SSP0 - Y 05/03/2018 MANCON LLC 163.47 USD

88 [] ISSFO 05/03/2018 MANCON LLC 763.71USD

80 [ 1SSF0 g 05/032018 MANCON LLC 53.15USD

91 [] ISSF0 w0 05/03/2018 MANCON LLC 19.56 USD

92 [] I1SSP0 I-"-"------saoo I 05/03/2018 MANCON LLC 15.11USD

ISSP Transactions shown above
Note: Empl ID equals ISSP plus District #. Card Numbers endinL , R, N, V or O.

6. Use the following steps to review each transaction.
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Review the Purchase Details (eVA PO Type)

Note: Proceed to Account Distribution section, step 23 to review ISSP transactions.

Reconcile Statement
Procurement Card Transactions

I:]Run Budget Validation on Save
Bank Statement

[ Transaction | miing

Employes Hame Card Issuer  Card Number Trans Date

il @ BAVIZ e 03/D2/2016

2 O BAVIZ e 0aID3/2016
| BAVIZ s D8/03/2016
1O BAVIZ e 0aID3/2016
5 O BAViE e 081022016
6 O BAVIZ e Da/D3/2016
<
B seeeta Clear Al Stage veriby

Search Purchass Details Split Line Distribution Templ|

‘ESEVE |||‘5| Notify Hg Refresh |

7.  Click the check-box next to the transaction line you wish to review.
8. Click the Purchase Details link.
9. The Reconcile Statement — Purchase Details page displays.

Note: When you access the Reconcile Statement — Purchase Details page, the eVA PO Type
is automatically updated to OTC. If you skip this page, the eVA PO Type remains blank. To
ensure the field is not left blank, update the eVA PO Type to a correct value for this transaction.
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eVA PO Types

10. Select the proper value from the eVA PO Type field.

11. The typical values used for PCard transactions include:

EPO: used when making a PCard payment against an existing Cardinal Purchase Order.

o Enter PO ID, PO Line, PO Sched, Vendor ID (if empty), Address Sequence Nbr,
Ship To, and Item ID. If the NIGP item is matched to the Vendor ID, the Item ID
lookup displays those items for selection. If not, you must clear the Vendor ID field first.
Enter the selected item and re-enter the Vendor ID.

EVP: used when making a PCard payment against an eVA Purchase Order/DO.
INV: used for payment of non-PO related invoices and is not generally used.

OTC: used for transactions that are performed at the counter (point of sale) and a receipt is in
hand.

RO1: used to generate a confirming PO in eVA, in accordance with the APSPM (Agency
Procurement and Surplus Property Manual), to send to the Merchant.

. If the Supplier ID is shown, the merchant is a Preferred Supplier. The PO is not
exempt and a confirming order must be sent to eVA, who will forward the order to the
supplier. If the Supplier ID is not shown, the supplier will need to be set up as a
Preferred Supplier. For instructions on setting up a PCard merchant as a supplier in
Cardinal, refer to the job aid entitled PR349: PCard Merchant to Preferred Supplier,
located on the Cardinal website in Job Aids under Training.

° Enter the Address Sequence Nbr.
. Enter a Ship To location.

° Enter the Item ID; item must be selected.

Note: To cancel a confirming order in eVA, see pages 33 through 35 in the course entitled
PR349: Managing PCards and ISSP Transactions, located on the Cardinal website in
Course Materials under Training.

X02: used when the transaction is exempt from a Purchase Order, per the APSPM.

12. Verify and update the page information as needed.

13. Click the OK button.

14. The Reconcile Statement — Procurement Card Transactions page displays.
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15.

16.

17.

Reconcile Statement
Procurement Card Transactions

COrun Budget Validation on Save
Bank Statement

Transaction E’)

Employee Name Card Issuer Card Number

14

BAVI2 e
0 BAVIZ rrsrerse
3 D BAVI2 — ereemawees
40 BAVIZ  sveesseeses
<

@ Seectan T Crear an Stage

Search Purchase Details Split Line

[Gisave ||=INotity | |22 Refresh

Personalize | Find | view an | 20| &

Trans Date  *Status~ Merchant
D8/03/2016 |Staged | IN*J.0. HERBERT COMPANY,

D8/0372016 IM *J.0, HERBERT COMPANY,
080372016 IM *J.0, HERBERT COMPANY,

0810372016 IN *J.0. HERBERT COMPANY,

Verify Validate Budget

Distribution Template

First '4

1-40f4 ‘L' Last

Transaction
Curren
Amounta

595.00 USD

665.00 USD

711.20 USD

2,576.00 USD

>

Click the Billing tab.

Reconci= Slatement
Procurement Card Transactions
U R Budget VaSdaticn on Save
Bimnk Staterment
Tramscson | Mllisg | [
Eteisfiie 4 5 erbpmen Py Ot
1 FEG 1282730, INY 10022, POL 3, Vs
2 RAEC 180T, INV 10022 POL 4, 15
3 REC 1EEITH, iy 108D POL T B pEa S0l
4 REG 188TM, i 10T POL 1 540 IO S00E
i T— ' Ciasr AR s
Saadth FMutthasa Colais Sgi Line
Mawe | Moty || Mefreah

Pancralzs | Fird [ Vew A0 | I.-':'I ._£ Firnt

Dty Amism Cavitly Poepied Rad DML Amtrail
S0 00 U0 000
5 2 UsSD a0l
Fieudn L)
LATA00US0 ana

Werily Vakdate Budget

Coaliritancn Ferrplale

L ogdofd b Laad

Criae Codactid

=]

Enter a Description for each of the items purchased.

Note: The description displays on the Monthly PCard Statement query.

Click the Transaction tab.
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18.
19.

20.

21.
22.

Rev 6/8/2018

Reconcile Siatement

Procurement Card Transactions
Emgpl I %

Crun Budgat Validation on Save

Bank Statement
Transaction

Peevonsdize | Find | View ANIJ 2] B Fist ‘0 1881 0 Law

E‘;:r.g T
igs Budpged Chahel
Saatus Statm Statun

1 B4 BAME 077302016 FREMIER STAFFING SOURCE  [Approved | L valid Vaid
€ >
Saage Approve Validate Budget

Transathon
Amgunl Curmercy

Card Bamsr  Cand Rumber Trans Date  Merchant

55040 UED

Weriy

Saliact Al b Claar 2ll

Click the Comments icon.

The ProCard Comments page displays.

ProCard Comments
Help

Line 224 Description REFUND FOR DUPLICATE CHARGE

Reference

Transaction Line Comments ' Last

Find | View Al First ‘& qof1

Status [Active | [+[=]

Comments:
1

WA PO # DO1619814 CANON SOLUTIONS AMERICA -

MY # 928570959 PRINTER MAINTENANCE, CREDIT FOR INVOICE CHARGED TWICE
WITA CONTRACT # WA-130405-CSA, NO EXPIRATION DATE FOUND.

. APPROVER

his is a comment. | can comment

[

Associated Document

Attachment Attach

Cancel Refrash

In the Comments field, enter a comment that clearly details the transaction. If necessary, or
as required, you may enter multiple comments and attach associated documents (e.g., vendor

quote or receipt).
Note: For an eVA PO Type equal to EVP, enter the DO #.
Click the OK button.

The Reconcile Statement — Procurement Card Transactions page displays and the
Comment icon is updated to have lines inside the icon indicating there is a comment for this

line.
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Account Distribution

Reconcile Staternent
Procurement Card Transactions

Emepl D & Hamo
Clrun Budgat Validation on Save
Bank Statement Parseealize | Find [ View All | 2] [ First 4 1081 0 Law
Transaction | Eling | 5
Cird s Card Number Trans Date  Merchant “Sutus Transaction cumency Erarergi Nty
1 b BAVIE ) 07303016 PREMIER STAFFING SOURCE Approved b 55040 UsD l:ll g Valid Valid
£ >
= : -
Salact Al Claar Al Saage Weriy Approve Validate Budget

23. ISSP transactions have a Budget Status of Valid, except if the Card Number endsina 'V
(Non-Equipment ISSP card). For all transactions where the Budget Status is not Valid or if the
ISSP Card Number ends in V, you must review and/or enter a valid accounting distribution.

24. Click the Account Distribution icon on the transaction line where the accounting distribution
needs review or updating. The ProCard Account Distribution pop-up window displays.

ProCard Account Distribution x
Help
Line 20 PO Qty 1.0000 UOoM EA
Billing Date 08/15/2016 Billing Amount 300200 UsD Unit Price 3092.00000
SpeedChart Q Transaction Unit Price 30200000 st oY
Distributions Personalize | Find | View All | B2 | == First ‘4 10f1 (& Last
Chartfields || DetailsTax | Statuses | [0
Dist Percent Amount Currency [*GL Unit *Account Fund Program Department Cost Center Task
1 100.0000 3002.00] USD 50100 |, 539280 Q, [p4100 |, [6os00T @, [10003 Q, [111z20010 |@

<
I OK I| Cancel || Refresh |

25. Update the accounting distribution ChartFields as needed.
26. Click the OK button.

27. The Reconcile Statement — Procurement Card Transactions page displays.
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Line Details

Note: Proceed to the Review and Update Budget section, step 48 to review ISSP line details.

Homa Wharkdist

ORACLE All -~ | Search | # | Advanced Ssarch

ey Windio)
Reconcile Statement
Procurement Card Transactions
Empl 1D M

[1Run Budget Validation on Save
Bank Staterment Parsenalize | Find | View Al | 2] ER First 0 1081 0 Last

]
TETH)

Transaction [Eilling

Card tssuer  Cand Humber Trans Dats  Merchant “status T o Curreney e bk
13 Bag e 07R020E PREMIER STAFFING SOURCE  [Approved W 5S040 UISD 'Z'.:l [ wabd  Vabd
£ >
] A -
' Balsel All | flear A Sange Werify | Approve ‘Valdate Bisdget

28. Toreview additional transaction details, click the Line Details icon.

29. The ProCard VISA Trans Details pop-up window displays.

ProCard VISA Trans Details =

Help
Posted Date 08/02/2016
Transaction Number 200065375

equence Number 4

- Card Transaction - Type 5 Parsonalize | Find | view A | 2| [ First ‘4’ 10of1 ‘X' Last
Tab 1 Tab2 || Tab3 Tab 4 Tab 5 Tabs || Tab? || Tabs || Tabg Tab 10
Period Acquiring Bin Card Acceptor ID Supplier Name
1 MANAGEMENT CONSULTING INC
= Line Item Detail - Type T Personalize | Find | View All | IFJ[ (155 First ‘4 10f1 ‘2’ Last

Tab1 || Tab2 || Tab3 |[ Tabsa
Item Seq  Message ldentifier Item Commedity Code Item Description

i 1 PIN; ANCHCOR

30. The Posted Date and Transaction Number display. This Transaction Number is typically used
in your selection criteria when running queries.

31. Runthe PCard Transactions by Transaction Date Query
(i.,e., V_PR_PCARD_TRANS_BY_TRANS_DT) to review the transaction Enter Date. The Enter
Date is important because all transactions must be reconciled within 5 days of the Enter Date.
Instructions on how to run this query are located in the PCard Transactions by Transaction Date
Query section of this document.

32. Review the multiple tabs for additional transaction details.
33. Click the Return button.

34. The Reconcile Statement — Procurement Card Transactions page displays.
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Split a Transaction Line into Multiple Lines

501 PR349: PCard and ISSP Reconciliation and Approvals

35. Periodically, you may need to split a transaction into multiple lines, as eVA accepts only one
schedule per order. You must enter all the required information into all split lines in order to save

and reconcile the original transaction.

Reconcile Statement
Procurement Card Transactions
Empl ID

Oa Display Unmasked Card Number
Orun Budget Validation on Save

Name

Bank Statement Personalize | Find | View All | @ | E First '4' 1-20f2 b/ Last
Transaction || Biling
Card Issuer  Card Number Trans Date  prerchant “Status Transactioh ¢ rency gl [REEY
1@8}\\315 ki 02/01/2016 HIGH TECH MACHINE MANUF Staged ~ 752.00USD % Eg Walid Valid
2 [ Bavie =~z DB/01/2016 LIGHTING MAINTENANCE INC Staged ¥ 2,012.50 USD OB B vaid Valid
< >
'z
Select Al O cear an alidasiBirget
Search Purchase Details Split Line Distribution Template
[Flsave ||[x]motify ||« Refresh

36. Click the check-box next to the transaction line you wish to split.
37. Click the Split Line link.
38. The ProCard Transaction Splits page displays.
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FroCard Transaction Splils B
Hel
Line 1
Trans Dale 02012016 Billing Amaunt TE200 USD
Posted Date 0202R016 Reference
Merchant HIGH TECH MACHINE MANUF
Dascription
Split Rules Parsoraize | Find |viewar | B0 B Fiet 0 13003 O Last
D acription Tranidc o Ao Billing Aot Peroesilage
Desct 375,04 3TE.00 50, 000000 # =]
Daas 2 158,04 18800 25. 030000 = [=]
Descl 128,04 188.00 25, 000000 =] [=]
0K Cranged

39. On the first line, enter a Percentage or change the Billing Amount.

40. Click the (+) icon to add an additional row. In doing so, the system will automatically calculate
the amount for the additional transaction line based on the modified line above.

41. Enter a Percentage or change the Billing Amount, if needed for the second line.

42. Click the (+)icon to add an additional row. In doing so, the system will automatically calculate
the amount for the additional transaction line based on the modified lines above.

43. Continue to add lines as needed.
44. Enter a Description.

Note: This displays on the Monthly PCard Statement query.
45. Click the OK button.

46. The Reconcile Statement — Procurement Card Transactions page displays.

Reconcile Statement
Procurement Card Transactions
] Run Bisdget Validation on Seve

Bank Statemont Pursonaizs | Find | View ax | 2] [ First 4 13003 R Lest

Transaction BEing | [T1TH

L

Emgeayee Mame Cardinsser  Card Mumsr Trams Date  *Sistus Merchan 1""::.;:'_;.: Carency
BAMIG QEDIRNG [Venies ~] HIGH TECH MACHINE MANUF 376.00 USD R e
(1T shiaabiislld aROI0NE |V 2 v_i O TECH AACHINE MANLUF 188 50 USD B
BAMIS oaoizos [T | HIGH TECH MACHINE MANUF 153,00 USD =
>
Skt A S0 Wity Vasdain Budget
aach oM Ling Dietribution Templale

47. Follow normal procedures, as noted above, for reviewing and updating the new transaction
lines (i.e., split lines).
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Review and Update Budget

48. If a change is made to the account distribution, the Budget Status will update to Not Chk’d. Any
transaction line with a Budget Status of Not Chk’d must be budget checked, updated, and

Recondiby Stalsrmeni
Procumemant Card Trand-asbans
Emgd I Kane
Clirun Busget Valdaton oa Save
Bash Slalemanl Persoralize | Fing | Vi a8 | 29 B2 Fst U fDofe 0 Lasi
T S R0 Darg | T
Cordiaser  Card Bumbar Tinea Dute  *imsase (LSRN TReMactn o omency o o
1R Bl e oaoanm [Veden | FINEHILL TG & ALTOMOT 3404 15D M R vasa
: A oo [Vertea w| PINEMILL TOWING & ALFTOOT TS0 00 LIS BOoE waid
1 [ g s SLOITONS [Smoes | FINEHILL TEMASNG L AUTOLOT T35 LEED B O D vas g
i [ o wree——m orrytend [EEees W] I AR CONCRETE LL 3 00 LS B O v il
Fre—r ne| BN CHEARTLANG COMCRETE LL B9 03 LD B O 0 v i
Pl T TP e— AT | HGH TECH MACHINE MM TE O3 LHD M B e vas
et & Char &) LG8 Wty APt Ak |

49. Select the check-box to the left of transaction lines where the Budget Status is Not Chk’d.
You may need to scroll left to see the check-box, or right to see the Budget Status column.

50. Click the Validate Budget button to update the Budget Status to Valid for the selected
transactions.

51. The Reconcile Statement — Procurement Card Transactions page updates the Budget Status
for the selected lines to Valid.

Note: The Validate Budget process automatically updates several times a day, or is manually
validated at any time by the user.
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Approval — Verify Transactions

52.

53.
54.

55.
56.

501 PR349: PCard and ISSP Reconciliation and Approvals

Transaction

1] Bl eann
2 FAjaan
3| FAjeavo

<

w

Search

Bank Statemant
Eiling [al]

Cod hisuer  Card Wumbes

Reconcile Statement

Enspl 1D
[ Bun Budget Validation on Save

Clear All

Purchase Details

W] Nolity || 2% Redresh

Procurement Card Transactions

Trard Dals

15018
1SS

1240018

" Cinte-a

Varfled |

Wenied VI

Wenfled |

Hama

Marckant

WOMACK PUBLISHING CO NG

Doy PRESS MEDWA GROUP

Vinginia Media inc

Stage

Sipit Lina

Distritution Tamplala

Parsonalize | Find | view an | £0) B2

Tu";:‘_g:::.': Currescy
233,10 USD
2,144.04 USD

134,13 USD

Validate Bodpet

First ‘4 4-30f3 ‘& Last

Budget  Charthel
SAsfe Status
B O G vakd alid
B > g vaia Vald
B > B vang Viaikd
>

Select the transaction(s) you have reconciled for approval. You may select one transaction using
the transaction line check-box, or select all transactions using the Select All link.

Click the Verify button.

The Reconcile Statement — Procurement Card Transactions page still displays but the
Status for all the selected transaction(s) will be updated to Verified.

Click the Save button.

The Verified transactions will appear in the supervisor’s approval pagelet.
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Approvals Pagelet Setup

Both PCard and ISSP transactions awaiting approval (i.e., Status is Valid) display in your approvals

pagelet for easy access to review and approve, one at a time. You only need to set up your
approvals pagelet one time.

Hame Wtk Add 1o Firroedic Sign out
Adwanced Seanck
e
PCard Verified Changes by Usar o o-
[Waemea [ears Dase | serchara | s Armcaara

1.  From the Home page, click the Personalize Content link.

Personalize Home Page

New Window | Help | /= )
Personalize Content:

Tab Name My Page
Welcome Message Welcome to Cardinall x

Choose Pagelets: SIMply check the items that you want to appear on your homepage.
Remember fo click "Save” when done.

Arrange Pagelets: Go 1o Personalize Layout
PeopleSoft Applications Cross-Financials Cross-Supply Chain
¥ myCardinal Messages [] Media Sources [ Activity Monitor
W] myCardinal Financials [] Operational Threshold Chart [] Total Schedule Spend By Period
|71 Pcard verified Charges by User | [ Operational Threshold Alert [] PO Contract Spend By Period
enu Total PO Spend By PO Date
S Produgts ol P y

2. The Personalize Content pop-up window displays.

3.  Select the check-box next to PCard Verified Charges by User.

" e N S S S N o)
T W\_‘—H O My AM@T;HS

[ Most Costly Assets To Maintain

[ Top 5 Problem Codes

Save Cancel

=] Notify

4. Click the Save button.
5. The Home Page displays.
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. CARDINAL Welcome to Cardinal!

Favoriles - | Main Menu~

Al

IPCard Verified Charges h:f User - Ov
T 5
Name 0'212 - Merchant Alrln"; i
2016-07- | PREMIER STAFFING 550.4
i 30 SOURCE ;

Search

» Purchasing ~ > Procurement Cards » > Reconcile~ > Review Disputes

myCardinal Financials

| # | Advanced Search  [dl |

~1 Financials Report Execution

AP Reports
| AR Reporls
GL Reporls
|} PA Reporis
PR Reporls

=] Financials Query-ba

myCardinal Messages

II."I....I._ [ P

Report

6. The PCard Verified Charges by User approvals pagelet displays on the left side of the Home

page.

a. Transactions (i.e., charges) with a Status of Verified, now awaiting approval, are displayed

in the pagelet.

b.  Under the Name field column, PCard transactions display by the PCard holder.

c.  Under the Name field column, ISSP transactions display by District.
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PCard and ISSP Transactions — Review and Approve

The approvals pagelet provides quick and easy access to review and approve both PCard and ISSP
transactions.

PCard Vorified Charges by Usar o o
[t B[ Morchan =
01609 | R oANOKE TRIBUKE 155.6

Fis

21011505

EIRGEHPORT TIMES REW CUR 12465
Fis

;21&h POCHRTHERM VIR RLA PRI
201804 i *LOEAL MEDLA -
o7 CONNEETIO tima
00 | ViR GLA HEWS « ADS 512
20T lREsIDENCE INNS ALEXAND |222.23
ég‘"s o7 HESIDENCE INKNG ALEXAND | 800 23
S [nsewaTeR newspaseRs |2z
2016-07- | WOMACK FUBLIZRING o

13 INE pold
4N leizroaT 1512
g

" HLEFORT 151
FLICE - N

M AASHTO 1830
AT lcenmmmrunsrEEDPAY  [263.08

32"5"57' CENTURYLINKSPEEDPAY  [154.73

il:mu—ﬁ&- FIRESPORT TIMES REW CIR | MeR.2
?I'!"E“ 12 | i Maia Ine 13413
201812

15 DALY PRESS MEDWA GROUP | 214404

2018-12- [WOMACK FUBLIZHNG GO
18 NG

2331

Access a Transaction — Approvals Pagelet — PCard and ISSP

1.  From the Home page click the District or employee’s Name link for the specific transaction you
wish to review on the PCard Verified Charges by User approvals pagelet.

2. The Reconcile Statement — Procurement Card Transactions page displays. The PCard and
ISSP search results pages will look slightly different, but have the same functionality.

Note: You can also access the Reconcile Statement — Procurement Card Transactions page
using the following navigation path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
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Review and Approve a Single Transaction — PCard and ISSP

As the approver, you are responsible for ensuring that the reconciler has processed the PCard
transaction correctly. It is important that you review the Verified transaction using the same
process used above by the reconciler in the section entitled PCard and ISSP — Cardholder
Reconciliation.

Recondde Sialenen
Procurement Card Transactions
Emgd 10 Mamay
[ Run Bedget Validation o S
Bank §5atemaent Personalze | Find | View A3 | L T Fagl "4 18 W ilast
Transsction | [EEngy

Lt lanwtt  Caid Nuwdeei Tensa Sile  Maid P LTIy .nw:.n..r o E:-:n::u
1 B paas e W3SNG PREMIER STAFFIG SOURCE Vhrdad - 58 40 LD 1gkd
i 3
™ gles AN Cliad 23 St Warily Appeeae Wakdate Budgt

3. Before approving, follow the same steps used by the reconciler as detailed in the section entitled
Cardholder Reconciliation — PCard and ISSP. Be sure to review the Purchase Details, in
particular the eVA PO Type and details, Account Distribution, Comment, and Line Details.
Make any necessary modifications or send back to the cardholder.

Resanals Sialemeny
Proturement Cand Transactions
Frepl I3 Marma
Clum gt Wabdation on Sevwe
Bank Seatemint Parmcnalina | Fied [ Wiew a1 | 01 [ Frar 0 1201 0 Lamt

Tramaction | filing | [FTH

Card lvwser  Coed Number Trarrs Dads  Merchast it

1"-"-\.-" """""" UT0I0NE FREMIER STAFFING SDURCE Appeid | SHlA0UED B O E vesd Wkl

. Sapca it Clasr 41 g Wirily Appree Wilidusa Byt

Eeareh Puti®ada Delnsi S L Cestriaten Termplas

o Gawe ] hooy a3 Radreih

4. Once you have reviewed the transaction and are ready to approve it, check the check-box for the
transaction line.

5. Change the Status of the reviewed transaction to Approved using the drop-down arrow.

6. The Reconcile Statement — Procurement Card Transactions page updates the Status to
Approved.

7. Click the Save button.
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Access Multiple Transactions — Review and Approve — PCard and ISSP

The process of approving multiple PCard or ISSP transactions, for an employee or District respectively,
is done in the same manner as a single transaction, using the Reconcile Statement — Procurement
Card Transactions page. However, you cannot use the approvals pagelet to approve multiple
transactions at a time, as the approvals pagelet provides access to only one transaction at a time.
Instead, begin by navigating to the Reconcile Statement Search page.

1.  Navigate to the Reconcile Statement Search page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

[ cARDINAL

Welcome to Cardinal! AR = | Saarch

Firvorites = Main Menu~ Perchasing ~ > Proterement Cards = > Reconcle ~ > Recondla Stalement

Reconihe Stalement Search
Rk Kame v
I T=spiorpee il f{l

Kame &
Card Issuer | )
Cerd Mumbar
Transaction Humber
Marchent » Exsct Match

Sogeance Humbar
Linds Mumsber
Billing Dwie 0, T Q,
Statement Status|  w|
Bud pet Seatus | ]
Chartfekd Status | )
Transaction Dade 12222006 i To 2207 W
Charge Typs| w|
Posted Date [ Te
Foows Par Page| 100
] aene Save Waen Seredling Through Chusis

| Search l [T

2.  Narrow your search for transactions related to a particular employee (PCard) or District
(ISSP) using the following search criteria.

- PCard: Employees may be found using the Employee ID field.
- ISSP: Districts may be found using the Look Up Employee Id icon.

° In the Look Up Employee ID pop-up window, Enter the ISSP in the Employee ID
begins with field.

Click the Search button.
4. The Reconcile Statement — Procurement Card Transactions page displays.

The PCard and ISSP search results pages will look slightly different, but have the same
functionality.
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Review and Approve Multiple Transactions — PCard and ISSP

10.

Reconcile Shatement

Frocurement Card Transactions

Cininptay amashed Card Mumaes

ClRua Dudget vasdatian on Save

Bank Statéssail Peesonsize | Fia | i a1 2] 2

> T E Trarnasisn
Lmpiagee Kame [T el Mgt T Date  Marpbast Bt ]

-2 S - DREENNE RICHUOND COARIERTUL SERVE | Appraved e B ALUED
BAVH DATACOIS FICHMOND COMMERCIAL SEM [Verfied e 117 80U%a
- T cpi DD RICHIOAD COMERDIL SER |Verdes e 100 UED

BAVID s DUESCOIS FICHMOMND COMMERCIAL SEM [Verfies w 117 0OUSD
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Before approval, follow the same steps used by the reconciler as noted above in the section
entitled PCard and ISSP- Cardholder Reconciliation.

- PCard: Review the Purchase Details for the eVA PO Type and details, Account Distribution,
Comment, and Line Details.

- ISSP: Review Account Distribution as applicable. Modify or change the Status to Staged for
corrections by the reconciler.

Click the arrow icons in the Bank Statement header section to scroll through, view, and take
action on the additional transactions.

Select transaction(s) to approve:
a. To select all transactions, click the check-box next to the Select All link.

b. To select individual transactions, click the check-box next to each transaction line to
approve.

Click the Approve button.
The transaction Status is updated to Approved for the selected transaction lines.

Click the Save button.
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PCard Transactions by Transaction Date Query
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1.  Torunaquery from the Home page, click the Financials Query-based Reports link in the
myCardinal Financials section.

Query Viewer

Eriles aimy infarmaticn you hawve and cick Search, Liave Selds Dlank tor & 31 of ol valpes

Iﬁum.ﬂam [Cegins with _w| M-PR_FCARD_TRANE_BY_TRANS DT I
Descriplion |BRoing wilh  w |
Usis Record Name @] 1
Uses Figld Name (P200S Wilh w1 |
Access Group Hame |DEEINS wilh % a
Folder Name | beging wilh  ~ [
“Query Type =

Cramer =

When using the IN or BETWEEN operabors, enter comma separaled valuas wilhoul quales, Le. JOBEMPLOYEE, JRML_LN,

Feaich Cleear Bagic Seqrch

Search Results

sFolfer View |- &I Folders — b
Query Persanalize | Fing | view an | &) [ Firsl ' 1001 ' Last
Query Hame Deacription Cwner Folder ﬁ:;:_“ E::;“ m'“ Schedule  Definilicnal Reterences :gfn:_"’m
V_FR_PCARD_TRAMS_BY_TRANS_DT E‘EARD‘ Transactions by Trans g\ HTML | Exeel ML Schecule  Lookup References  Favorile

Enter the Query Name:V_PR_PCARD_TRANS_BY_TRANS_DT.
Click the Search button.
The Search Results display below the Search Criteria fields.

Click the Run to HTML (webpage) link.

© a0~ 0N

On the Query Viewer page, click the Advanced Search link to view additional search criteria fields.
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7. Thereport parameters page displays.

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Trans Date From |D6/01/2017  |[H]

Trans Date To [06/01/2017  |[#]

Card Issuer (% for all) &}
MName %
Employee 1D (% for all) (% Q)

Billing Date (MM/DDMYYY)
Status (% for all) %
Woucher ID (% for all) %

Account (% for all) |%

Department (3 for all) %

View Results

8.  Enter parameters related to employee (PCard) or District (ISSP).
9. Click the View Results button.

&}
Cost Center (% for all) |% &}
&}

10. The results will update on the webpage shown below with the details.

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Trans Date From [D&01/2017  |[+)
Trans Date To (D6/01/2017 |
Card Issuer (% for all) [BAVID |Q
Name |%
Employee ID (% for all) |% Q
Billing Date (MM/DDAYYYY)

Status (% for all) |%
oucher ID (% for all) |%

Account (% for all) |% Q,
Cost Center (% for all) |% QL
Department (% for all) (3 QL
| View Resuits |
Download results in : |Excel SpreadSheetI CSV Text File XML File ({52 kb)
Wiew All
- . Budget Header Trans
B“S’“.E“ Cand | Last 4 Dipits of Cardholder Name Employee ID I1ans Checking Chartfield Transaction Number Sequence Entered  contto eVA eVA Order # Trans Date
nit  Issuer Card Nbr Status Statu Date
s Status br
1 50100 BAWID = i T Closed Valid  Valid 24431067153708407870410 36 06/08/2017 06/01/2017|
06/28/2017
2 50100 BAVID Closed Valid  Valid 24013397152000111463767 21 DBI05R017 .o y.agmyy AB0T_5207644 21 3 060172017
3 50100 BAVID Closed Valid  Valid 24692167152000226022395 18 06/05/2017 06/01/2017|
4 50100 BAVID =ssres T oy Closed Valid  Valid 74013397153000170055904 21 06/06/2017 06/01/2017|
5 50100 BAVID == Torhepld Closed Valid ~ Valid 24431067153344000070844 40 06/06/2017 06/01/2017|

11. This report contains many details/fields. Scroll to the right to see the additional fields. Additionally,
after the HTML report has run, you can choose to download/open the file in Excel by clicking the
Excel Spreadsheet link and following the prompts.
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